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B-162167 _ November 2, 1967

Dear Mr. Helms;

T S AN PISORF DR TP L

I have your letter of October 3, 1967, forwarding for my approval,
P in accordance with section 9 of the Records Disposal Act of July 7,
g 1943, 44 U.S.C. 374, a proposed financial records retirement program
a covering various records of the Central Intelligence Agency. Under
the proposed program, you would effect d15p051t10n of the related re-
cords pursuant to the standards set forth in the schedule after con-
ducting your own audit of accounts :

Since these standards are generally patterned after retirement
standards for similar records approved for other departments and agen-
cies, I concur in their adoption.

B L Ty

Sincerely yours,

Comptroller General
of the United States

The Honorable Richard Helms v
Di:ector, Central Intelligence Agency

P T

A kit e e B e

Approved For Release 2002/02/19 : CIA-RDP86-00895R000100060006-2 L




4

ILLEGIB

Approvedf Rblease 2002/02/19 :VCIA-RDP8_6-0.5R(@0100060006-2 |

N A P

3 0cd 1967

The Fonorable I:“.l:zmr_B. Stants
Compiroller General of the United States
Washington, D. C. 20548

Cear My, Staatss

I am submitting for your consideration a financial receria
retirersent program which, subject to your asproval as authorized
under 24 U.5.C, 374 (19564}, would be adopted by this Agency., A
retirement schodule for the particular records involved is st out
in the enclosure. It is gerorally patterned after the nckedule ap~
plicable to the retirerent of financial records by elecutive desart-
ments and sgencies of Government, particularly as to identification
of catogories of documents and the application thereto of appropriate
records retention poriods. ' '

Undor the terras of this'proposa.l. the Agency would, afiar
conducting its own sudit of aceounts, effect the disncsltion of the ro--
lated financial records pursuant to the enclosed retirement schedale.

I am of the opinion that this Agency pfagram would adequatsly

protect tha interests of the Government while contributing toward a -

cavings in terms of storage and manpower ccsis,

Your apsroval is requested,

Sincerely,

e
YKty

wrd

1 Pdehard Helma
‘ T
? L;l Wlolrectar

aclozuze ...
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CRICINAL FINANCIAL RECORDS RETIREMENT SCHEDULE

Desceiption of Recorxds

4. Orig.nal Headquarters and {field collection
znd miscedaneous disbursement rccords,

a.

)

Original collection and dishursement
records including Washington and
eld statements of transactions,
supporting vouchers, scheduleg,
receipts, authorizations, and
rclated papers exclusive of freight,
transportation and payroll records.

2. Cr..inal Headquarters and field payroll

recnrdg pertaining to salary and allowance
pavments to Agency employees.

a.’

STATSPEC

2

ndividual pay card or equivalent,
reflecting detailed pay, deductions
and service records,

Origir.al payroll vouchers for indigenous
employees. (Individual pay cards not
maintained. ) '

Original payroll vouchers and bond
schedules for Headquarters personnel
and

maintained, )

Leave records, maintained independently

of pay and earning records.
(1) Pay oi' fiscal copy.
(a) Final leave record showing

accumulated leave on
separation,

_ﬁeld personnel.
(Individual pay carc or equivalent

Disposition Instructions

Destroy 12 years after the
period of the account.

Destroy 56 years after date
of last entry on card. '

Destrdy after 56 ycars from
dates oix the accounts in ~
whicle they were submitted.

"Destroy 12 years after the
period of account in wkich

J  they were submitted.

T~

.

Destroy 10 years after last
entry on card.
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3. - \'_'-f Rccords

(b) All other pay or Ascal copics.

€, 'ﬁme and attenaance reports, notifica-

4¢on of personncl actions (exclusive of
those in Cfficial Personnel Folders),
payroll control regxsters and payroll
change slips.

-

@m&d\.\l Ileadquarters and field transporta-
ti¢n and freight records,

Concracts
a. Orizinal numbered contracts and
letters of agpreements on negotiated

contracts covering general Agency
procurement,

Personal Service Contracts
a. Personal service contracts for

experts, consultants and part-
.time employees.

Accounting Records

a. General Accounts Ledgers

b. Allotment Records
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~other condition that requires the |
voucher to be retaincd beyond the| =

- end of the fiscal years in

- stored in the Agency (("I/‘\)

Disposition Instruction:,

Destroy 3 years afller ;‘\'nf'i‘it
of related pay recorrds.

Desfroy 2 years after audit -
of related pay records,

Retaln for 4 years after tha period
of account. Freight ot jp.ssenger
tra_hsportation vouchar- « hich hav
become involved in litigation or all

4 year retention periord should he
retained for 10 years after the ,
period of the account.

Destroy 12 years after the
which the contracts were

Records Center,

Destroy 12 years after the cad
of the fiscal year in whicl. the
contracts were stored in Lhe

Agency (CIA) Records Canter.

Destfoy'lo years after closc of
fiscal year involved.

Destroy 10 years after close
of fiscal year involved.




